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The following report is an attem't to combinz a pragmatic how-lo-do-it

approzch with suggestions for applying syotem analysis technioues for

plarming and opersting a small special library or information center.
L 3 o

A special library, for our pvrpDEu%; may be defincd aj\a comnertial,
industrial, govermnental or nen-profit organization such as research
5 S £12 vy PR - .
instituitior]; bank, advertising Iirm or mamufacturing companies. The
information Tacility, thecret;cally, coujd accomodate from 100 to about
10,000 volumes., Because of the size, we will concern ourselves with
manual rather than auvtomated procedures. However, in our cons siderations

for expansion we will take into zccount the ease of convertlibility from
iy (%

one systam to the other.

Establishing a small library is much the same, initially, as selting up .
any new syslem within a,parent orgenization. A collection of books alone
does nolt constitute a 1ibrary; The effectiveness of any information

system does depend upen the service il provides to its usersl! And the

£

service depends upon the e;flciency with which the initial concepts and analysi
of organizational needs have been determined - as well as whal methods have
been used to zchieve the desired results. The first step is to formalize
the library's objectives and aims, including potential requirements as

well as immediate needs. Then, decisions must be made on how to implement
these goals. It is.ta be remembered that no library or informstion

facility can be effective without taking into consideration the fact that

' t é rimary concern rmst be its own organization's objectives. Only a
: J

clear picturé of the parent compeny's structure and policies will enable

the library administrator.ta £urmu1ate realistic end advantageous goals,



After 1lhe initial determination is made as to the services to be offered,;
we would then proceed to evaluate the resocurces on hand. In order to
make the best operstisnal use of exlsting vrocedures and materials,

ehd to avoid later duplication,this is a most necessary step. New o i.:
additional methods éhauld not be introduced into the sﬁstem uniess an
adeguate analysis of exisiting techniques ha§ veen unaertaken.

3

Ié is true that ihe services of any information center will, to a great
degree, be determined by the Furpeeés for which it is initially establisheds .
However, the thoroughness and practicality with which the librarian evaluates
needs and his initistive in demonstrating how best to £ill them will de-
ternine thow effective a planning role he .11 have. !Admiﬂistrativa staff
and their degree of cooperation le;Ctly determines how readily and

ezsily the plaﬁneﬁs gcals are executedg As with any innovative procedure,
personnal difficultics are bound to arise. Tact, consideration, and a
sense of hurmor help minimize these difficulties, but most important it
must be kept in mind that the sole reason for the library's existence is

to serve the user and to supply the user with the information he wants

cornletely, currently and (hopefully) sometines before he knows he wants

it. Cooperation of sdministrative staff is dependent vpon establishing
hzrmonious relations and Estzbhlishing Dr@;ES&‘Dnal liasbn by naVlﬁg .
the library administrator attend managemsnt as well as policy meetings3
Keeping informed of current ﬁlans as well as the organization's new and
projected areas of endeavor. Today's librsrian camnot afford to be just

5 indcéd_a nember of the Senior Staff who,within the

i

a record keeper; she

organizationyis: eble to enhance cormunication, stimulate creative ideas,

and pro TJdL 1ﬂfQ"Hﬂu1Dﬂ essentlal to 1nic1ﬂad managenant deci-ion making.

Q 2
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Throughout the process of plamming the new information sysiem present as
well as potential future goals should be kept in mind. Two possible
apppaches in this area are (1) continuation and extrapolation of current

trends znd (2) consideration of theoretically what we have the capacity

to zchieve.

Pre-planning Techniones

Pe;sonai contacts will initially determine the type of information your
user wanls and needs. Determination of goalé for the services and scope
of the collection can only realistically be made when it is known what
type of informsilon is currently being suppliec]3 and what potential in-
formation would be of value. Other aspects that should be taken into

account in making an evaluation might be as follows:

1. Will the library serve in-house staff exclusively - or will
services be offered ta.clients and other special outside interests?
2. Will the library be used by zdministrative and rése:zrch and
development personnel primarily - by clericul staff as well?
3. What services now being providad need to be continued ~ which
are being offered as a matter of habit and in fact are now
obsolecte a'whét new sources of information should be made avail-
ehle to the staff?
L. Has ahy'CQﬂsideraticurbeen given to mgating requif%ments for
present non-users in the organization?
An efficient method for ascertaining aclual needs of users (met and unmet)

and incidentzlly for getting to know staff persorrel,is to conduct a

srviev, £ phere call several days befcorehend requesting

H

short personal int

i 3 s " s oA o= N 3 =
a mutvally convenient, tire to discuss individual needs should bring an
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affirmative r sponse. (Dergirg in withéut notice vhen a man is busy, rished
or just not prep:red might only antagond ze him.) At the time of the éhcne
211 you might suggest he think about the kinds of information that would

be wost usefvl to him - retrospective informeticn? current trends?  During
the actual interview do stiess that the new library service is being in-

within the organization. A few sample questions

qu
"l

sta jjgd to meet is needs
might be as follows:
"1, Do you feel yoa bave adequate access to the professional
publicetions that would be most helpful in your work?
2. How do you become zware of campétiﬁg?s‘new producte or services?

3. Where and how do you lesrn of new areas of research and dévelc?a.
.ment within your field? | |
!h. Where and how do you presently obtain the information you need?
5. What type of information wouifl you find helpful, but do not

preiently have access ho?

6., What services do you envision the new library faczllty as

2

svpplying to you persopilly

.Fifteen or twenty minutes chould be ample time for the_intérview! And do
record your impressions as soon as possible after its corclusion in order
to be as accurale as possible. Uhile conducting the interview, look sboutl
to gainr a general idea of how many, and whut type of books or periodicals ¢
might presently be in use. Do not be surprised if you do not get exactly
the informaticn you are scekirg! tften, busy administrstors do not

eﬂjlv krow what irformaticn they micht want uniil fsced with a particular

problen. It is slso true that many people are not awsre of the types of

1chrzgt sources and services available to them even in their own field.
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Da.cmgduct ithe interview in as helpful énd pleasant a manner as possilble.
Be prepared for egone anleagonisn asAthere are always those individﬁals!who
arc initially resisteant to eny lype of change,..pet as much cooperation and
advice as you are able from those anxious to help, and bide your time with
the others. If possible it would also be usefui to know what menner of
educational snd professional background each ember of the managenent stefrl
has and whether or not an individual has had experience in other fields of
aﬁdaavar; The more professicnal contact you.can esteblish at the beginning,
the more effective end efficient an operation you will be sble to create.
To suwrnerize, as you make persanal'contscté keep in mind obtaining informa-
ticn in the following areas:

1. -VWhet kinds of information the user rneeds mosit immediately.

2. How and in vhat form he is getting this information.

At the same tire that interviews are being conducted, you might femiliarize
yourself witik Qtﬁer information resources in the immedizte area. The loca-
tion of the ?rgénizaticﬁ is a determinant in the size of the projected
collection. An isolated company must rely on its own resources for the maj-
crity of its fact-finding. A firm located in a buéy metropolitan area méy
have zccess to specizlized end large research collections for use or

borroving erivileges. If there are other specialized collections located

-

e

in your- viciéity; pefhaps you can arrange for persongl visits to that
facility. Hany hours of experimental triail and error ﬁiﬂht be eliminated
by observing an siready estztlished operation. Take into consideration
whether there is a ccnvcnicnt!puﬁljc librg$y~and how exlensive its collec-
tien in yénr ficld of intcerest. University and college libraries often

. B



have sepusrate subjeclt collections. In investigaling any of' these sources,

it is dwmportent Lo know each institutionty policy on lending of books

or periocdicals, whethsr or not they provide L@leyhéne reference services,
and RDH convenient -thelir: facilities for copying informetion. In this
conﬁection3 you tight consult a copy of a directory of specisl libreries
and informaticn sources in your area, if such a publication is available¥v
Additicral information sources include cormerical inforration services that
exiét in wany cities. The fees charged by these:companies are sometimes
less than a do-it-yourself search, and often are more inclusive and fastors
than your ovm resources vould be, )

At this point, you will have some idea of the kind of information currently
being utilized in your orgenization, and how it is obtained as well as
whatls sources are available imnediately outside your own facilities.

The ﬁéxt step is to assertainbwhat is alrcady on hand in the fTorm of
physical facilities and operating supplies. After determining what is on
hand, what is needed to meet your planned goals, you should be in a more

informed positien to proceed with ordering furniture, supplies and materials

to set up the library.

Determination of Physical Facilities: Interior Design
Initially the space for the librery may have been pre-determined either be-
cause of existing facilities or by limitaticns of real estzte costs making '

large &accorodations prohibitive. However,. the following points shou’d be

=

tzken into coensiceration when planning any size space!
1. Area for libkrary should be most accessible to the largest body of
stzff users,

2. Possgible expansion rust be included in initial planning since

Q .
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library moving is much nore caSLly‘than other types of reloca-
tion, Estimaigs of book capacity,far,}achnical libraries in-
dicate that the nunboer doubles gpproximately eVery SEVen years,.
Periodicals expand al thoe rate of 7' shelf space per title
per year,

3. Library srea.should be free from oulside noises including
vibrations,

L. Adeouate ventilation; and sufficient lighting ere essential;
a geod hunmidifying system is desiral:le: for book preservation.

Shelving end furniture requirements will véry§ of course, but following

are some general guidelines for estimsting space requirements according to
projected needs:

1, Shelving may be wall Sheiving or double-faced stucks. These are
availsble in standard 82" or L2 highlpnitsg Qt 82" there will be
6 or 7 shelves; at L2" (counter height) 3 shelves.

2. Shelving width is stendard 36" and will accomodate 6/7 books

LW/S v=lwazs cf;bauﬁd periodiéals per running foot. (For maximum
efficiency, plan to £ill shelf 2/3 full only)

3« Depth of shelving is either 8", 10" or 12" for single face and
double that for double fsce shelving. Unless your requirements
arc for- generslly oversize books, the 10" space should be gdaqggtea

L Slanted shelves are ava1+able for mlsp]m} and storage of current
periodicals in the same size as bcok gtcrdgp shelves.

5. Do tske into account that there may be special requirerents for
oversize books and naﬁebaok natﬂriilé, and consider (especially
in some older buildings) that Qeight load of shelving and books

#

tegether averages 125 pounds per square foote

ERIC | 1 g
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le in vearious sizes and.
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6. Card catelog drewer units are availsb]
can be added té as needed. Each cataldg draver holds 1000
cards. (Each bock cataloged will require 2-6 addi£i0n31 cards) .

7. Aisle space betwueen free st:lding shelves varies, bul aversge is
3 feel. Spacing in front of card catalog shoulid be 5' for com-
fortable use,

8, Table and chairs for library usé?as needed,

9 Wark table for processing, labelling and repairing L2oKS.

10. Book cart for transporting materials within building.

(Prefersbly one with larger wheels - indispensiblé for on
and off elevators and mancueverigg in small areas)

11, Library step stool-ladder.

12. Additional furniture requirements where applicable:

Atlas and/or dictionary stand : Newspaper display rack .
Phétocopying equipment ' Bulletin dlsplﬁy'boarr
Circvlation desk : and coffice supplies.

In order to determine how {o set up &nur specific!f§rniture requirements,

the simplest method is to list all furniture and equipment needed accerding

to work areas: reader. service and circulation area, statk area, processing

area, and steff area., Then, list furniture on-hand or adaptable for library
use, anﬁxpiage orders for items to be purchased., All shelving and librery
furniture is available in standard sizes from anf of scveral companiese

(A 1ist of some of these will be found at the end of this repcrt.) Consideration
might be given to the advan ag es of wood or méﬁal shelves and equipmeﬁtazlt is

su

ir
£a%

rested that metal in a weod finish looks great, is durable and fireproof

and possibly less expensive than naturzal wood. When ordering librery furniture,

!
!

i
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it mighl be preferable to use a lccal supplier. Freight costs are very

high so that equipment from a near-by factory may be much less expensive.

Then tco, a locsl dealer is nore imrediately available for service,

Vlhen designing the interior of the librery and loczting eguipment you might
COnsiﬁer that the librarian in a small library would lose valuable contact
with users if secluded in a private officel In the mainstream, the librarian
has an opportunity to find out what readers are asking for, and how, and
whether or not their information needs are ig fact being satisfied, TIn
planning librery services also, it is important that not only should the
physical area be aveilable for the majorily of staff users, but alsoc

that no one should have to go through chanéels to make, use of the informa-

tion services.

At this point, to récapitul&té, personal interviews are being pursued,
simulizreously outside information sources are being investigated, and

some prelimiéary determination as to how the avallable physical

facilities are to be used has been made. The next undertaking is the actusal

physical inventcry of exisiting bocks and journals ‘inuse throughout

the organization.

Inventory of Existing Materials.

The actual physicsl inventory of existing books, periocdiczls and equipmgﬁt .
can only efficiently be done by taking a hand-to-hand court in each office
area. Don't recuest £hat materials be brought to you ~ no one will be
thorough, no one will want to take the time or trouble, and in some in-
stancés manry will feel ﬂhat y@ﬁ are zbout to c@nfiscate a prized and

needed pcssasiéng Instead, assemble the nece;éary‘tcnls you will need, and

phene ahead to arrange a ¢ rvenient time to werk in each office.

9 .
10
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To take the inventory you will need:
i: A 5tufdy’1ibfary book cart with shelves ard prefeorablzZ large
wheels f'¢r easier handlinge.
_ésgStéck of 3x5 unlined cards, small file béi, and alphabetical
dividers (A-Z will do)
3. Rubber stamp with LIBRARY, orgaﬂizaiion name and address,
7 L, Rubber date starp.
S Notebook to record ioweniofy num.ers snd miscellaneous
information as you progress.
The manner in which the inventory is taken varies but following is
a step-by~-step guide to one method used Successfﬁlly.
When you arrive at the office,after arranging a mutually convenient
timeg ask for allxbcéks and periodical subscriptions that have been
paid for by -the orgaﬁizaticni Personal copies should not be included at
this time. You could work ai any nearby empty désg or from the top shelf
of the cart. On the i;side cover of each book, in-the upper left hand
corner, stamp the firm's name and address., On the verso éf the title
page; in the upper middle top of the page, stamp the date and record
beneatﬁ the date ths'invent@fy number assigned to ite Keep a record

(in the notebook) of assizned numbers so that each book in the collection
and books in series”

will have a unigue identification. Duplicate copies/also each receive an

individual inventory number, Periodicals need be stamped on the fronti |

cover only with the LIBRARY stamp =nd the date.

‘Then racord the catalozing informstion for each book on a 3x5 card. This

information should include,as complately as possible, author's nane, title
of work, edition, publisher's name.:nd location, ycar of publication,

number of pages and illustrations, if any. There should also be noted on

10 11
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FILMED FROM BEST AVAILABLE COPY

the card, the inveniory nurber assizned to the book, the name of the present
nser (to Jocale book later if needed) and a note on the general subject
matter.

Sa4020E BOOK IRVELTORY CARD:

gﬂr,éw, j_, ,,,,, . e et e :

2 g ;?L-j-‘/ / ZL tf_. p '
: |

;C e NN é".~::1",;4vi ["’:)”! P A4 gfé{;‘z,;‘;’{fj W P e R

i .

i Aot 2d.  Hzr G0, Llevedilonfiesy (9770 '

i . ' 4 :

e R5¢ / .

) —-—/ i
7y F-2/-7 “/"?;{;45’ P S R N
IS G —po-7) e fFeedel . £ ,-// ot 7

: k;é_/);,;;[:_c‘f _S;‘.-fﬁ,z:,kﬁf "Zf"it:;}fg_g .

SAMPLE PERIODICAL ILVELTORY CARD:
z% J Mt ol fﬁé‘ﬁ ety 12 2 ;
' fé‘-"’?‘, ‘,({,ffjfisw 2.2 //
& :
— . - £ } 7 . - ] 7_:9 .
CF—;’/,"’ 77 ;7/}"1‘4{;{} "}"”"'5’2"“1“' /.s’f?;s,z ﬁf"‘” £ k-7
‘;}," VA 4 \/f}f"—‘){_ ; _xeﬁzx A /{.—i&fj’ :m Vi ?J)
;
A copy of the Angic -fmerican Eéi?thLnﬁ ruTes p1 ished by the American Library

tssociation, Chicago, T11l. will provide complete instructions for information to
be included. For those who have not complated formal library training, we in-

clude somn general ?UldLllnuS as part of thl% report.(Typing the card initially

el

e
wm

nost efficient, but may not be possivle under all circumstances in a

terporary set-up).

o 12
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Rriefly,
examples

1.

3.

b,

the general rules for recording the infeormation as shown in ihe
abyove are surmarized as follows:
For books, the author entry mey be the author of the entire woulk,

the editor of a collection, the comniler of a group of selections,

or - lazking one specific nsme - a cérporaticn§ the editorial staff
of a magazine, and frequenily, a gﬁﬁernment agency. The author's
name shéuld properly be taken from the title page, but if not there
may be found in the intr@duét@ry material. Enter one name only if
therg are @?r55§?§¥ one;end'ﬁhis to be the name most responsible for
the text or the fifst name of a group of authors.

Enter the title of the book, capipaliz;ng first word only, as it
appears on the title page. The cover or spine sometimes have
varying titles, but the title page information is always preferred.
The edition may appeér on the title page or on the verso of the
title page. Enter the latest edition ounly. If né information is
givéng do not mention the edition at all.

The publisher. and place of publication will appearfon the title
page predgminantly, but may be found on verso at times.

The date is important particularly if éurrency isiof value to the
user. If this is not on title page or verso of title page,
soretires 1t appears in the introduction or preface, If it is not

availatle, and you can judge from the contents or index you might

-

enter an approximate date in parenthesis on your card.
Number of pszges indicates in sore instances, how extensive the In-

formation might be, and illustrstions refers to any tyg2 of photos,

' meps, charts, or drawings - all information useful to the reader

seekine "informution.
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To sumnorize, the inventory will be p;{en for every elbow office collection

by arranging a convenient time, znd taking the:]ibrary cart with appropriate
supplivs to the arca to be recorded. Books Hiil be stamped with the firm's
name and address on the inside cover, and the Inventory nurber and date on
the title page verso. Czrds will be made for each book including the author,
t;ile, edition, publisher name and place, date of publication, number of
pazes, illustrations, inventory number, date of inventory, owner-readers® name
ané,subject matter. Periodbals will be listed on cards (or in book form, if
more convenienti with name of periodical, place of publication, name of
svbscrilier, and expiration date of current subscription. These cards to be
filed ajiphabetically azs complated in each éepartmentg In this manner, when

a second copy or duplicate subscription i reco?dgd the alréady existing

caxi is readily on hand,

Finish each individual collection as ccmpleteiygas:youiecan and return all

books and peri dicals to the user with as little dlsruptlon of his routine
as possible. You may find that within an orgazizati where thers has been

no systematic control of books, peupia are very wary of having any materials
of this nature leave their desks...with gcod reason. Usually, once the
boox 1s borrowed by svmeons else informally, there is no way to retrieve it
whan neaded. Do return everything at this time, to the owner. (You have

no place to storé it anyway)

Concurrently ith taking the book and periodical inventory, you might be

m

aiking a list of your initial ofiice equipment and supplies, ‘aside “;am
basic 11brw ry equipniznt, Sometimes orders for this type of staples is de-
lsgéd grd the earlier you Drder, the sooner your basic office miterials can

be assembladé (Perhaps some of these items will be made available as you

13
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proceed with ths invéngorf)a Following is
P £

according te individua 1 re au:rement

o

Desk with typewriter .nelf & chair
Typewriter
Extra typewriter roller with specizl
feature to hold catalog cards for
Eyping
listal file boxes for 3x5 inventory
cards (approx. L)
Metal file cabinet for manilla
folder files ( L drawer)
Shelves to accomodate books in
process (2 n_36“xth)
Telephone
Office velat=(c§at$, etcj

Waste basketls

a suzpested list Lo be adjuvsted

,WQrk'igble for prﬁcessing

Office snﬁﬁlles. Pens (red w’blaék)g
pencils, ruler, scissors (large),
date stamps, LISRIRY stanp, firm neme
stamp, 3x5 unlined cards, 3x5 scrap
notes, desk calcnder, address roto-file,
scotch tape, glue fﬁr mending, reader
cards, date due slips, overdus notice
cards, book pockete, visi-record cards
for periodicals, cloth mending tape,
1et£er paper &-envelopes, inter-office

.large envelopes, carbon, plain paper,
manilla folders for filing, pencil
sharperier, ,if needed, princeton files

for periodicals.

A 1list of library supply firms with their addresses will be included at the ena

of this report. Annual catalogs are available up m request and these,.icyether

with local office supply catalogs,will pﬂofldﬂ necessary informstion for

-

Orcanization of the Collection

In planning the library itself, it is necessary to decide upon sore phrvical

arrangement for the books to be shelved.

’keep 1like subjects together. If the books

and particulstly in 2 small set-up, brcw in

1h
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In organizing the litrary collection, material must be classified into a

logical phys=ca7 arraﬂgeﬁent so that the inforration will be easily re-
trievable for and by the usérs. flassification of infeormation should irnclude:
a. establishing a sequence of terms snd subjec descripﬁi ns for diffsrent
categérieg in 1lhe scheme; b. a practical system for numerically coding infor-
mation so thzt it can readily be foomd; e. an A/Z type index where the exis-
tence of a subject in the scherme can.be verified and an exact position
established. |

and small libraries) or Library of Congress (used in public and acadenic
libraries) are too cumbersome or ccnfining for the special nature of vz
specific. subject collections. -Other schemes, suéh_as the one used in the
American Institute of Fhysics library, may he too sophisticated to be easily
recognized by your users. However, the Special Libraries Association does
offer access.to several unique classification schemes already in use by

established special libraries. Before devising a system of your own, contact

3

- 8LA concezning these, or visit a similar informztion service in your area

when one is available, If, however, the special nature of your czihection

préc-nies the use of an cstabllsned scheme the following suggestions might

£

serve as a guide to devising your own systeme. Do keep in mind that the final

‘system established (whatever) must: ' .

E
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b

1. Be easily understood apd convenient for use by your staff and readers.
?. Allow for further expension and inclusion of new categories and subject

areas.

¥

readily converted in.o machine readable form at a future time.

| 18 ! .
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3, Include the use of vocabulary that would insure that the system couvld be




‘In devising a system of classification, the simpler the systom, the eusicr it
will be to eslablish and follow end laler lo change as conditions warront.

For your purposcs, a notation system, to provide vach volume to be r=adily

located, ceculd be arranged within a simple four digit code. Theoreltically,

than 2l;,000 categories. Thus, the system would be hospitable to any new
categories or subjecl areas thalt you might wish to include at a future time,

The code would be used as follows:

Digit 1 would be a number indicating the gensral srea of arrangement.

Wigit 2 would be a letler A-Z indicéti:g broad subject area.
Digit 3/L would be a number in nultiples of 5 indicating further
subdivision within the broad subjéct aré;e
Example:
Area 1 includes 2all reference-type materials: dictionsriesg handbooks,

annual reports, legislation, menbership directeries, organization :

directories, secretarisl manuals, statistical compilations,

general encyclcpedias,; almanacs; trade directories, etce.

Wity

Area 2 includes books on specific subjects pertinent to your

Grganization:_biclcgyé medicire, physics, zoonlogy, etce

P

S T L]

Area 3 conrtazins information relsating to personnel manag.ment,

production, marketing and busiress managerment.,

TS L. Ly = = 3 N T S 3 ‘:
Withir each of these major areas, subject would be «avided into broad cate-
gories as required: )

1D all dictionaries, 1H handbooks, 1Q encyclepedias = -

2A  aerospace, €M med.cire, 27 zoolcgy

3l marketing, 3P production, 3K computers :

16
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Within cach calegory, subjects would be furtler specified:
1D05 Ernglieh language dictioneries, 1D10O Spanish lcnvuqﬁc dictionsaries

2L0S Acrospece medicine, 2410 hLerospace ph”%i‘s 2h15 ferospace rescarch

105 Marketing prectices, 3M10 hail order

[u
e

Ey using numbers in nultiples, Iurther expansion is provided for at
| future time. If, “or instance, the firm begins doing busines with
French spezkirg countries, the classification code 1L02, 3, oi L could be
used .without altering the present system.for French language dictionaries
In order to retrieve each dislirctive volume it is necessary to add an author
identification to the code. English languesge dictionaries, for instance,
could be numerous and so we add the first 3 letters of the author's name ts

distirguish one dicticnary from another:
Web English dictionery by lWiebster.

Rog English dictionary by John Roger

The use of the second line to the code is srbitrary and nseful only to be sure

that each velume has its own separate retrievel call number. The second line

night zlso te used to further divide the author's works. Three separate

Viebster dchltndrles might be further SUbQ jvided as 1DOS5 1D0OS 1LOS
Web  VWebs Webg

Vhatever arraggeﬂ%nt is used, primerily the classification should insure that
like inform ioﬁris classed tcgether, and that each volume has a unique - '
retrieval code. One word of Caution...the obvious disadvantage of an original
clissification schere is that the user ca%l rg into the library will not be
femiliar with it. FHowever, an zdequate cerd catalog and open shelves, teogether
vith a sirple prirted instruction-location card should give most readers easy

access te tlhe catents of the collecticon.

Pecause sore books contein rore than one subject a&nd can only be placed

RIC 18
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in.one physical arca on the shelves, a decision has to be made about the subject

4lassificatian. This mey be determined in séveralﬂwaysg’ The first. choice
#ould be to put the volume with thg sﬁbject ccﬁered by the majér portion of
thenedit@rial content. However, it might also be classified with the
Subjeét Tirst mentioned in the content; or placed into the subject field
moct relevant to the work of thevpafént organization. Whichever arrangement
is{;ost practicsl, the other subjects should be recorded onto the calalog
card znd entered into the public card cataleg for reader réferenée under
individual subjects. In the event of a problem - whether in this insteance
or any other ceoncerning the librsry functicns and procedures - be guided by
what will be most helpful and conveanient fér the READER; he is, after all,

- the prime reason for the libraryg
The discussion thus far has dealﬁ with classifying books and monogrzphs.
Reports, miscellsnecus pamphlets and technical paper$ may be filed into a
sepzrate pemphlet file (vertical file) alpﬁabetically by author, or they
may be divided into subjgcté according to the library's own classification
scheme., If divided inlc subjects, tﬁey could be housed in a pamphlet box
and put on the shelves with like I:‘fermation. They should be dated when re-
cieved in order to facilitate the weeding process. Periodicals, most conven-
iently, could be shelved in a separate area of ﬁhe librzry (possibly designa-
ted as Area L). Current copies would be displayed on srecial slanted shglvas
purchased for the purpose, and.pzst issues and bound volumes shelved alphabe-
tieally by title. |

- 1]

Cataloins
An -alphsbeticsl card cataloy would provably be most convenient for a small

special colleclion. DBeok catalozs are being used increasingly today, but

18
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they arc m@fe efficient when machine methods are employed. Cards for books may
be orderzd from the Lihfary of Congress, Va thFth} p G. You may request
order formes for this service from L.C. c.rxd{.@ Cdidq will be supplied in dupli-
cste at a rominal fee. Information required for ordering includes correct
authof, title, place of publication, date and L. C. number assigned to the
particular volume. Tﬁis number customarily app@érs on the title page verso.
Catalog cards are also supplied var;ﬂu 51y by commercial firms such as He W,
Wilééﬁ Coe, and Alanar.Co. If it is more practical to print your own catalog

cards, you will need a copy of "Anglo-American Cataloging Rules" published by

the American Library Association znd possibly, for subject headings informa-~
tion, "Sears list of Subject Headings" published by He We Wilson Cos

Sumple catalog card: (symbol #

o

ndicat:s one space)

7t
ir
#C211##Ltuthorts surname, f@rFﬁQma or neémes
No. . Title.##Statenent of edition.###ifFlace of

‘publication, nzme of Dubilsher, date. ' .
nunber of pzges.yifillustrations.

]

SURJECTS (as required)

List subject of the monograph as well as additional subjects likely to be re-

queéted by library users. For each subject word used, make an 'authority' note

or cerd for the exsct form and spellirg chosen. It is imp@rtant, for accurate

t

and complete retrieval, to select the most current and professionally preferred

i

term in each instance. For example, you may use "cancer", "oncology" or "neo-
plasms" but whichever is used that term should be recorded, and a note made

from the other teris not used. .. the preferred is Yecancer", an additional

card under "reoplasms" and one ur”ar the third term Y“oncology™



ERI!

vould say SEE term not used. In scme fields; standard terms have been compiled
in the form of & special subject theszurus. If available,'ihese williﬁrovide
the most relevant subject words. If you are not fémilial with all 2spects of
the topics included in the colleetion, do not hesitate to ask the help of
Gthér'ﬁtafi members in your @rganizéti@n. You will aniist their cooperation
by aéking their advice, and after all, it is they who will be using the
catalog and depending on whether they refer t@_"cancer";'hecglasms“ or
“Qﬁé@lagy" they need t2 krow whzt term is bé;ng used to effectively re-

trieve information theyare seekinge.

. To file cards into the catalog, a subject heading is added to duplicate

copies of the suthor curd, and thus all information on one topic will
appear tggethef in the catalog. For consistent filin%)a marual -Would be
helpful: "ALA Rules for Filing Catg;og Cards" 2d aﬁridged ed, published
by the Aﬁerican Library Associstion is oh; of many that are .%1,11'&,-1?1ZLabZLe7g

In addition to mamial typing of catalog cards, there are several processes
of duplication available, These arez usefui in that they eliminate the ;
necessity of typing more than one gépy of each!card (except for additional
subject heading words) and save time and effort of proofreading several
cards for each iteme There is an attéchment available for a standard
Xerox machine and alsé a method of duplication by using the MT/&T
selectrié typewriter., The latter is an extremely efficient, rapid and

ecoromical method and is employed by many special libraries at this time,

=

To recapitulate, wafd:

4

rrestablishing the goals for the library by personal
intervievs and consultation with management, you have planned the physical
arrangsneny, initisted the inventory of existing matsrials and facilities,

vhile plaeing orders for special furniture and possible office supplies,

ic - 21
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own needs @nd are establ

gsification scherme mostl suitable for your

e

Mj\

You ore considering the tyre of ¢
[ %] [V

ishing for use with the’ collection a system already

nublished or one of your own. VWhen the book inventory is completed, an
p b 3

ﬂccu“auc sccounting of reference tyoe books presently availazble for use in

the librzry will have been compiled, Now, additional basic reference sources

could be ordered to f£il11 in or add to the existing collection.

Basic Reference Collection

General areas Tor bas’i. materials might include: general reference works in
book form, government publicetions, periodical titles, newspaper titles,

technical and ipternal reports, specifications and stsrdards. Requirements

vary in each situation, but the list below may serve as a guide to some

“specific reference materials basic to an information faC111tJ.

Unabrddzed dictionary . Geographical dicuionary

Encyclopedia ( one volume or multi-volume) - Atlas or gazeteer

Secfetagial handbook ' Telephone directories
Who's Who . | ) Local maps |
U.S. Government style manual Bartlett's quotations
Hotel/otel Redbook : Roberts! rules of order
Zip code diracté}y _ Trade literature - catalogs
Library Science books for gatalcgin53 subject headings, filing

- . 1

Local newspszper

-

Perjodicals as indicate j in subject area
Ueneral nesws periodical weekly

Fipancial paver, if warranted

Later purchases will, of course, be made on the basis of needs. Initlally,

21
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the above list should serve as the wmost preliminary guide lto basic reference

s

tools other than specialized dictionaries, handbooks, statistical compila-

tions, and directories in your specizl subject area.

DrderingﬂP:D:gdures

Ba@ks may be ordered, using already established organization procedures for
surchases. They may be obtained from individual publishers or through a
local book dealer. Nemes of the latter will be found in a phone directory,
but it might be preferable to ask for recomméndations from other librarians
in the area as service varies greatly in quality. A simple method for re-
corﬁing orders is to keep a locscleaf notebook with a page for each monthe

Recnrd date of order, author name, title, edition wanted, publisher end place

‘of publicstion, date, price (if available) and name of requestor. When the

book is received, in the left hand margin record date of receipt and pencil
line through ordering information. In this manner, a quick glance will re-
veal which items are still outstanding at the end of eacin month. Correspond-

ence concerring delinquent orders or special requests could also be kept

%

conviently on file, by date, in the same binder. When order is received,

"it nust be checked helfore being processed to insure that it is the correct

edition ordered and that all the pu:us are conplete,

In a limited report, it is not possible to cover all areas concerned with
1

building a particular collection. However, you might consider some of the

following pointss: suggestions-for purchases should be encouraged from users

but carefully screcned to make sure information is not elready available

in the collection. Also, in many instsnces, a book may be borrowed locally;

particularly if it is for onsz-tine vse. Other sources of informatign for



new. books as they sppear are profussional publishing journzls such as

Fublisners Weekly, reviews in technical and professional journals
- i 77‘,3 ¥ 3

publishers brochures and calalogs, end newspaper revievs such as that

.l

appeering in the Sunday issue of the lew York Tires. The general feeling

is that Ngifis" are not desirable unless in unusual circumstsnces, and then
only on a n@sstriﬁga §ttachéd arrangement for their disposition. 1f your
space is limited, it might be helpful to set a cutoff date for discarding
pufégses. Five years back is an accepteble time in order to keep your
collection current. Books, older than five years, should be kept however,
if they zre classics in a specialty, written by an established authority

or immovator, or are unique for the iype of information and form in which

jt is presented. Of course, basic reference books are retained until a new

>dition is published.

Ordering, record keeping and routing of periodicals is an important part of

library operations.in a special library. immediacy of its material, is one
of ihe majcréﬁharacteristics of special library service, An& book materisal,
especially in a rapidly advancing and constantly changing scientific or
technicel field is sometines outdated by the time i£ is published. Periodicals
are usually & much faster instrumeﬁt for trausmitting information (although

not always). One method for convenient manuel control and record keeping for
periodiczls in thz use of VISIrecord cards. These are 8"x8" color coded cards

]
that have s-~sce for title, publister, and colwmns to record receipt and ™

routing dispositiorn. The color might be used to denote various frequencies;
subscription addresses end informaticn could be recorded directly onto the

card; routirg lists also noted on the seme card; and they are easily filed by

title. Few titles could te recordad into s notebook, several hundred could
23
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be ‘acconmodated in a pamphlet file box, but a greater number could be easily

filed into a bin arrangerent supj ljed by the VI .Tvccord Co. (Ahddress listed,

at end of report with suppliers)., After the periedic 2] is received and recorded

it is sterped with the library stanp and date. Various methods may then be used

-

to route the mzgazine (or special report). One method is to attach to each issue
a slip with the nsmes-of those resvesling to see the tiile. YNames are iisted in
nurbered order with Library at the end. Another way is to send the periodical
to'éach rescer individuelly on a two day limit. In this manner, a clip could

be attached to the cover calling attention to the article of speciai interest.
S5ti11 another slterﬁativegrr&ute a xeroxed copy of the table-ofl-contents to

each user involved, When the routed copy'is returned, this is displayed on
slanted sheves provided for the purposes, and bﬁfk issues are filed alphabetically
by title on the shelves. Ls is the case with bp@ksg pericdicals may be ordered
directly from the publisher or through a dealer, When ordering titles én a sub~
scription basis, consider that there may be professionzls in your organization
who receive some publications by virtue of the fact that they are members of

the scientific or profgssicnal saciety involved. They may te willing to donate
their persecnal copies for library use. Conshant cormunication between librarian

and persornel is the only way to insure that the most useful information is

routed to ezch individuall. A current awareness service is efficient only when

the librarian knows what projects and plans each group or individual is pursuing,

Gi ulation

For ease of circulation, it is advisszble to plade a reader card in each book, and

2l

e <O
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‘ a date-due slip. Phese should be adhcr;d to the back or fféﬁ of tho book CQVQ;§
Pre-pumred iters are available from the library supply cala iagéi I1 would be
heipful taehgve reazder registr: tion cards to record the enployee's home address
and have & record of his signstare. Have ti 2 borrower sign the readef card
himself, leaving space for the date due. 1f it is necessary to contact a
reader concerﬂiig a borrowed book or periodical; ycu will have his{signature
to identily the loan, and his address to contact him if he has left the
organization., Loan time will vary wi£h needs, but in a small library a month
should be adequate. At the end of each mcnt; books that have not ween returned
vould be reczlled with an "overduve notice" card. Borrower cards are filed
alphabetically by author and in the case of a borrower who keeps the volume
permarently at his desk, the date might be stamped in red rather than black
so that overdue notices will not be sent., Unless material is circulated
to outsiders, fines ars more trouble than they are worth, With circulation
procedures, it is kest to eliminate as many bookkeeping praciices as possible.

This 2llows more time for better and more informstion servicel! Ii, in addition

to routirg policies, periodicals will ﬁircuiate, the name of the borrower,
journzl title znd date could be recorded on a 3 x 5 slip of paper and filed
with re;ular reader cards. A fev days ghould be erple for this type of

circulsticon. There are of course, mechanical circulation methceds in operation,

but these are hardly eccnomical for a smzll plan.

Budeet . -
The begirning operating expense for setting up the librery will be determin-
ed by the size of the projected operation as well as the amourt of equipment

i availsble and on-hand, The initial burlget will require

O
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a considerably larger pe rg;ntLge of the wholz lor basic equipment and office
and librery supplies. Generally, vwe are considering two main classes of
costs: starting-up costs and maintenance charges (including possible

expansion and redesizning). Starting-up costs vary so greatly that they

L.;

will be determined as the needs and goals are defined in each specific

situation. After basic installation is complete end initial supplies pur-
chased, budgetary recommendations should then be supplied by the librarian

or information service adninistrator, Recunsts for the budgetl will be based

‘m

ta

upcn the scope end extent of information services to be provided and in-
cludes costs of staff salary, book and periodical acquisitions, eéuipment
and 11brary supplies, operating expenses and professional association ex=-
penses. Generally, the portion of the library budgetl assigned to salaries
falls within the 65-75% range. The remaining budzet ratio is divided
depanding also upon what pe rcentare of supplﬁe; and equipment are sent to
the department without cost, and also provided that the overhead is not part
of the library budget charge. It is well to keep in mind thal the introduc~
tion of new fields of éndeavor férrexpanSiaﬁ or diversification within the
organization might require increased expenditures for salaries as vell as
periodicals and reference books.

] P

Y PE R RO |

Saméle budget ratio:

Szlaries (prefessional and cls rLéal) : 708
Books, periodiczl subs sc¥ipti mns, documents 25%
Operating expenses _ i | 2% .
‘Bindirg, mending, photocopy expenses 2%
Frofessional sssociation & travel _ 1%
. - 21006
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In determ.ning the bulget, it is important to note that the 1library that is ncit

at least basically equipped with information tools will not be efficient. A
esser amount spent may well be rniot spent at all. The information services
supplied to the parent firm is only as efficient as the support given to the

library operation by the administrative staff as well as by budgeit supporte

It must be kept in mind, that the outlay of funds for initiating and operating

a library service is not &an accurateimaasure of its monetary value to thé
cré%nization, Unfortunately, the librery's usefﬁlness within the company

cannot always be measured in dollars and cents. Good library service provides
needed information and materials rapidly; whereas without this service, high
salaried technical personnel, eéitors and éxecutives can waste much time trying
to locate information they need -~ time which could bhe applied directly to in-
creased output in the activities which are more pgcper to them. There is also
the value to the organization of being made awé?e routinely of news and infor-
mation they gught to have. This type of information can effect the installation
of time &nd money-saving improvements in procedures and can contribute to

informed tusiness déoisions for profit making advances.

Services to Users

Services to users in special libraries difier as much in detail as the organ-

zations they serve. Scme service functions are basic 1'=quirements for all

[N

librearies, but specizl libraries differ in that readers expect immediate.
material on derend ard servied is highly personalized. Other specialized
functions include translations services, literature searches (current as well

as retircactive), and the preovision of some form of current awaresess infor-

mation for individual personnel requiremsnts, As seen by the user, some of

.
3



the library functious may be: providing documenls - any tyve or form of re-

corded information; providing answers - speci a1 lHiDertLOh to enswer a

particular question; providing instrcutions - ads iSng;Or teecﬁing information
retricval methods or the use of specia; tools; providing citations -

correclt bibliographic information for specific titles or docunents 83 providing
facilities - work arels, microreaders and equipnent for photocopying.

As' seen by thé.11blargg some ol its ;uhgt cns mey be: selecting and acquiring
publications -~ by perusing bibliographical sources, catalogs, prwf ssicnal
library periodicals, énd consultiing reacers; analyzing material to pfovide

for converient physical arranre ement, content or subject indexing - to meke

informetion contained in thesz items readily accessibls; providing matetrials

in response to and in anticipation of requests; assuming responsibility for

my

orienting nev employees to the library resources and services and keeping
.readers irformed on the contents and scope of the collection - issuing periodical

f new scquisitions or providing an abbreviated manual listing library

Q

lists

services, Uther, less .tengible services furnished by an efficient information

facility include reducing duplication of effort, enhancenent of JntmraEEDCJ

cormunication and stimulation of creative ideas by discrete presentation of

selected informaticn.’

uQﬂClHSl“n ' : 1

e e . -

Planning, orgarizing and opersting a special librzry is most efficiently

managed by a professicnal librarian. However, this report is directed alsoccto

those 1ﬁnwv1mua153 lacking formal tralining, vho ma 2y be faced with the task of

setting up a siall spacial infornstisn center within en oxiifaization or
institution. The sugsestions offered are intended to serve only as guides to
sora of the bhzsic funciions of libriry administration, Preplanning techniques
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include analyzing needs and determining the :nt“czﬁauedfarvir@ﬁ and objectives’
for the new system. Current methods of @peratian gnd how information require-
ments are presenlly beiny rmet are definéd, Then, cons WUETdulaﬂ!lS given to
malking 1nfor‘ﬂd decisions on what action to take in ordar to achieve the desired
gcalS; After requ1ran~nt' have been specified and the inventory is completed,

those materials and mcdes of operation that can be continued will be rectained

-is. Present practices thai are adaptable to the new scheme can be modified

a8-

ﬂ]

acéérdiﬂgly! Where no previous models exist, new procedures contrived and

new materials purchased. The report deals briefly also with interior desigﬁ;
tion of basic and special equipment, budget considerations, professional
attitudes a.d some of the difficulties that may be encountered in the planning
of any new systam within an exis i;é orgzonization.

The ‘success of the library plan can Qﬁly be truly measured by the quality of its
information service to readers, Whetﬁer cpera£iaﬁs are carriedraut by people,
machines, or,a combination of beoth, the effectiveness of the libr rary function is
assessed by how well its user needs are served, not by its node of operationl!

in accurate eva tlQn of the proficiency of any special library facility
cennot be made Withaut also measuring the degree to which the objectives of

the p*TEnt wrzanization have becn advanced,

: v 1 . . . .
1t§ut~Se;%cés-tc—D53rs is the key to planning, organizimy.aznd operating an

efficient special 11brarya Le .
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Library Supply Firms:

Bro-Dari Trne.

.P.0. Pox 1120

hewark, N.J. 07101
P.0. Box 92337
Vlorld Way Postal Center
Los Angeles, Gag 90009

Derico Educational Corp.
Library Supply DJVLS1on
P.O. Box Lh231

Hainden, Conn. 0651l
P.0. Pox 11,88
Madison, Wis., 53701

P.0O. Box 7767
Fresno, Ca, 93727

Syrgcuse, hgi._ 13201

Appendix I1T.

. Librery Furniture Firms:

Bro- ﬁaru Librzry Furniture

6 Larl Street
Newerk, N.J. 0711lL

Los Angeles, Ca, -
Bfantfard3-OntariQ.

Eerrian ¥Miller, Tnc.

‘Chicazo, Ill.

Los Angeles; Ca,

Library Group
€00 Hazdison Ave,
New lork, K.Y.

10022

622 Merchandise Hart
€Q65L

BEQS Reverly Blvi, )
90C),8

FILMED FROM BEST AVAILABLE COPY

VISI-Record Card Syslems
816 Glenbrook Ave.
Bryn Mawr,; Pa, 19010

Remington Rand Office Systems
Library Bureau
801 Park Avenue

New York, N.Y.

13350

1h); N, Robertson Blvd.
1QS.AnﬂElES§ Ca., 900L8

SouuhEﬂn Desk Co.
Prestize LichIj Furniture

Hickory, li. C. 28601

Standard :Ogd Products Corp.
Donnell Line Libriry furniture
Hicksville, L. Y. 11502




Appendix III.

B* liography for Further Information

AMERICIN LIBR:.RY ASSOCIATION. Anglo-American cataloging rules. Chicago,
Til.; 1970

BOOKS TN PRII‘T 197,1. New York, R. R. Bowker Co., 1971. (2 vols)

HUTSON, K. Ve Needed:Data-Prime Source:Company Library. Adminstrative
Management Society Report. 53-55 (Feb 1971)

IEANUS, D. J. A Manual of Form and Procedure for Typewritten Catalog
Cerds - and Anglo-fimerican Descriptive Capaloﬁﬁng; A Compilation of
200 Exemplary Cards. Kalamazoo, Mich,, 1969.

LECK/RD, R. 8. Profiles of Special Librsries. MNew York, Special Libraries
Association, 1966,

EWIS, C. K. Special Libraries-How To Eq@ip Them. New.York, Special
Association, 1963, (SLA lonograph no.2)

SPiC TAL LIBRARIES ASSOCIATION. Objectives and Standards for Special Libraries.
"Kew York, 196L. (Reprint)

STRIEBY, I. M, Organizational Relations of Speclal lerarlans, Library
Trends 1 (no.2): 173:188 (0.c¢ 1952) :

WALDRON, H. Jg The Business of Running A Special Library. Special Libraries
62 (no.2?): 63-70 (¥eb 1971) X

WASSERT .AL, P. and DANIEL, E, Iibrary and Inform=ation Center 1aﬁanement In:
Annual Review of Information Science and Technology, vol. U, cd by
C. A, Cuadra. Chicago, Encyclopsaszdia Britannica, 1969.

WESTEY, B. M., ed. Sears List of Subject Headings. 9th ed. “ew York, H.
W. Wilson, 1965, ' '

WINCHELL, C. M., Guide to Reference Books.- 8th ed, 'Chicago, I1l., American
Lﬁbrgry Assccl tion, 19567. '

L BRE LY ¢

H&mdeﬁ, Coﬂn., Shoz String_?ressj 1971-
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